ARROW LIBRARY POLICY ON CONFLICTS OF INTEREST 
PURPOSE 


The purpose of this policy is to prevent nepotism and harbor an 
environment that is equitable to all patrons and employees. It is each and 
every librarian’s ethical duty to avoid conflicts of interest among peers and 
patrons, regardless of familial or professional status. Employees of the 
Arrow Library are expected to exercise their own judgment and caution 
regardless of their own personal interests or connections. Any Arrow 
Library staff member violating this policy will be reprimanded in an 
appropriate way, up to and including termination. 


WHAT IS A CONFLICT OF INTEREST? 


According to the American Library Association, a conflict of interest is 
defined as “involving circumstances where an individual's professional 
actions or decisions at the library could be influenced by considerations of 
personal gain, usually of a financial nature, as a result of interests outside 
their library responsibilities” (ALA). 


Conflicts of interest are not always avoidable, but it is our responsibility to 
prevent them as they may arise. The following examples will alleviate any 
potential confusion as to what is considered a conflict of interest. It is 
advised that employees and trustees closely read the following examples: 


EXAMPLES: 
DISCLAIMER: All names, characters, and incidents portrayed in these 
examples are fictitious. No identification with actual persons (living or 


deceased), places, buildings, and products is intended or should be inferred. 


@ Steven is a frequent visitor of the Arrow Library. His new work 
schedule frequently conflicts with the Library’s hours of operation. 


Steven approaches the reference desk with pastries and a gift card in 
hopes of staying at the Library after close. If the reference librarian 
on duty were to accept this bribe, this would become a conflict of 
interest. 

Hillary has been employed by the Arrow Library for six months. She is 
a hard and dedicated employee of the Library. Hillary overhears a 
coworker discussing how their manager, Brian is preparing to 
evaluate employee performance in preparation to promote a number 
of staff members. Hillary then approaches Brian and offers him two 
tickets to the orchestra. If Brian were to accept this invitation, this 
would become a conflict of interest. 


@ Jeremy is the hiring manager for Arrow Library. Out of the five 


applicants for a new position, one of them happens to be Jeremy’s 
cousin, Otto. While Otto is highly qualified for the position, Jeremy 
only interviews him and no other applicants. This is a conflict of 
interest. 

Bethany is a mother of a library patron who wishes to access her 16yo 
son’s loan history. Due to his age and protections under the Arrow 
Library’s Patron Confidentiality Policy, Bethany is unable to access his 
private information. In hopes to get around this, she offers Oscar, the 
librarian on duty, free membership to the local country club. If Oscar 
were to accept this offer, this would not only be a conflict of interest, 
but a violation of the Library’s Patron Confidentiality Policy as well. 


ARTICLE II 
Conflicts of Interest 


1. 


General. As defined above, no trustee, employee, or stakeholder of the 
Library may act out of a conflict of interest. This applies to all manner 
of ethical relationships and institutions be it out of personal, 
institutional, or monetary gain. 


. The use of Library status or position to influence institutional hiring 


decisions within the Library. 


. The exchange of classified Library information or documents for 


personal or third party benefit. 


. The exploitation of positional status for personal benefit or another’s 


benefit, be it for monetary or other reasoning. 


. The usage of Library letterhead, resources, connections, or functions 


for personal gain or gain of another business venture. 


. The performance of an outside business or alternate employer 


conducted while on Library hours. 


ARTICLE II 
Disclosure 


1. Any Library employee, trustee, stakeholder, or any other persons(s) 
with Library authority must disclose any potential conflicts of interest 
to their direct supervisor as soon as conveniently possible. The 
individual will not be punished for any outside connections, but will be 
prevented from any associated decisions or interference with said 
third party. 

2. Any Library employee, trustee, stakeholder, or any other person(s) 
with Library authority who fails to comply with Article III Statement I 
will be subject to disciplinary action up to and including termination 
as appropriate. 

3. All Library personnel are required to maintain a level of situational 
awareness regarding potential conflicts of interest while interacting 
with clients or third party ventures on and off the clock. 

4. If any Library employee, trustee, board member, or stakeholder is 
found to be violating this policy, an assessment will be conducted by 
the Interest Committee to determine the appropriate punishment for 
violation. This includes removal of status, admonition and discussion 
from the direct supervisor, demotions, and temporary or permanent 
termination. 


ARTICLE IV 
Other Prohibited Actions 


No persons associated with the Library may partake in the following 
activities: 


1. Blatantly or discreetly accept a gift of $20 USD or more that may 
potentially be inferred as a monetary exchange of under the table 
services that are disallowed in any circumstance. This includes 
electronic, written, and oral communication. 

2. Disclose any records pertaining to private library discussions, 
including board meetings, loan history, corporate records and 
documents, or hiring decisions. This includes electronic, written, and 
oral communication. 

3. Unpermitted usage of Library owned vehicles for any reason. Library 
vehicles require permission from the Head Administrator and drivers 
must receive an F-Class endorsement on their license prior to driving 
commercial vehicles. When not in use, vehicles must be kept on 


Library grounds unless permission is granted by the Head 
Administrator. 

4. The promotion of other ventures, activities, or organizations is strictly 
prohibited. Librarians are allowed to share their personal interests on 
their “About Me” page that is displayed while on duty. Librarians may 
also share their interests when inquired by patrons. Personal 
discretion is advised. 

5. The following technology IS permitted for Library employee use, 
however discretion is still advised. 


-Company phones -Company Laptops -Company 
printers 

-Microsoft Office -Microsoft Outlook -Outlook 
Calendars 


Policies regarding the use of above technology may be found in the Arrow 
Library Policy on Electronics and Devices section of the employee 
handbook. 


6. Employee usage of the Maker Space is not only permitted, but highly 
encouraged. However, the creation of materials for sale for personal 
or third party businesses is strictly prohibited. 


ARTICLE V 
ACKNOWLEDGEMENTS 


All library employees and trustees are mandated to review and sign the 
Arrow Library Policy on Conflicts of Interest Acknowledgement Form 
annually on the anniversary of the previous signature. This assures that 
employees have read, understand, and agree to the Policy. Completion of 
the 45 minute course regarding the Policy on Conflicts of Interest is also 
required annually. This course is associated with the rest of the onboard 
training that is completed annually among employees. 
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